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1. Qgr fRAL rEGISTR Y SECTION' 

Tho Central Horjistry, &- section under the Communications Division 
o.f the Personnel- and Administration Branch, '.dll have the follotinc orrani- 
aational units : 

a. Incoming Unit 

t. . ■ 

b. Special Distribution Unit 

c. Distribution Unit 

i* ' ■' 

jL' Central Records Unit 

o. Information Distribution Unit * , 

- ■ • 

. * , . ’ * i ‘ . 
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' ; ’ • - _ ■ • 

( } T.zj Central Regia try -.1-11 receive and dispatch all incoming and out- 

■ 1 ' , 

in” material for except cables; ‘rill classify for read/ reference 

for filing oil incoming and outgoing material; ' Trill maintain files on all 
material, except intelligence information; and trill provide officer and en- 
listed courier service for C.I.Rr 

■ i 

r 2. UUIFO HM FILI NG STS T2II , . ■ 

The Central Registry Section, Communications Division, Personnel 
and Administration Branch, trill establish a uniform filing system for the in- 
formation and guidance of all offices of C.I.{5?. in the filing of material . 
other than cables and intelligence information* The Central Registry Section 
1 trill publish and distribute, the' procedures for the establishment of such a., * • _ 

system to bo called the File Classification System. u * , 

. 3. OFFICE A -. D STAFF j .IBS SAGS' JgJTTgRS. ' - 

^ Each office of C.I.fh and appropriate staff branches and divisions 

trill maintain Message Centers. The; organization and functioning of these - , : 

. Message Centers trill be 'under the direction of Assistant Directors for their 
i ■ offices and of heads of appropriate' staff echelons. 

' I*. I SoSE/fcEItS AilD COURIERS . \ 

The Central Register Section trill provide secure couriers for the 
handling of communications and other papers bottreon the Office- and Staff 
lie a sago Centers, and botvroen C.I.®* and certain outside agencies .' The 
Central Registry trill inform all concerned of the schedules on t.hich these 
couriers operate. The development of the system for the delivery of papers , ' . ' 

t thin the offices and staff echelons of C.I.Jfcr is left to tho discretion of ’ 
office and staff heads concerned, > ; , 

. V ■ G .llh ADD RSSS 

Incoming material for the Central Intelligence "i3.ll be 
addressed as f ollov/s s , • ' • 

• Central Intelligence Group .',■■■ 

* . (Hamo of activity) r v h fj/ 

. ^aocm 2l6lj^K(.r I e^^^rtmupts^ldg . 2 T 3 ^ ^ ^ 

WsVhn^ . ' 1 * , , 

'b Washington 25, B. C# ' 1 . 
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of the person nolcing the routing • •'> 

o, Tho File Card will tfyon'bo filed in numerical sequence by CIG 
Control Ilur.ioor* In the case of the Office Message Center of the Office cf 
Research and Evaluation two additional copies of the card arc furnished. In 
addition to the CIG Control Number file, that office will file one copy of 
the form by Source**; the third copy will bo attached to the copy of the document 
.rhich io foxaaardod to the Intelligence Library (if no copy is available for ~ < 
-liroct routing to Libraiy the third copy will bo attached to the routed copy ’ ' . 
,.hich is designated as the Library File copy)* Upon receipt in the Library of t 
ORS this copy of the form will ’bo removed when tho basic Intelligence Library 


j-ilo Classification has boon determined for tho report* This classification 
will oc written over the face of .the third copy of the File Card and returned 
through tho Office Message Center to Central Registry, where a, notation on 
tho CIG Control Number Card will be made of tho ORE classification.' 

, ' , SSCTIOIL V 

■ OUTGOING INTELLIGENCE REPORTS ' 

' Intelligence -reports prepared and published in Central Intelligence C 5 ' 

will bo distributed in tho following manner; ' . 

17* Office of Collection and Dissemination vd.ll furnish tho. Special 
Distribution Unit or the. Distribution Unit a dissemination Order covering the 
dissemination of each C. I, ^publication.* ■ ' ■ . - 

18. Lf to rpublic ation all copies of the report will .be forwarded to ■ ' 

wpociEL ^istrioution Unit or Distribution Unit, depending upon tho classifi- 
cation of tho report, where distribution will be made automatically according 
to tho dissemination orders, y. ■ * ' 

FOR. THE DIRECTOR OF CENTPulL INTELLIGENCE: 

25X1 A9A 

• . : Colonel, CAC . • 

; y • ■' -yy . Executive for Forsonnol 

• \. v ; and Administration " . . 

' , • ’ ’ " ■•-lit- '■ ‘ y.y* • " ‘ ■ i y ■ ‘ 

/ ■ ■ ' *» ' " ;• ■ ' y - y x . : ■ : ■ ■ 
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